
How to Add Travel Arranger/Delegate in iTravel+ 

1. Login to “MyUTRGV” >> Click on the iTravel+ icon to access the travel system.  
  

2. Click on the small circle with your Initials (top right corner) >> Click the “Profile settings”. 

 

3. A traveler needs to set up Arrangers and Delegates to grant permissions to your profile. The following 
permissions are needed: 

 Travel Assistant: The Travel Arranger person will be able to book your flights, car rental, hotel. 

 Request Delegate: The Request Delegate will be able to prepare and submit travel requests. 

 Expense Delegate: The Expense Delegate will be able to prepare and submit your travel 
reimbursements, mileage, and business expense reimbursements [BER]  

4. On the Profile tab click on each Arranger/Delegate link to grant permission. 
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You’re all set! 


